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Lo aé‘w

Mr. Harrv E. Fitzwater

Deputv Nirector of Admninistration
Central Intelligence Agency
Washington, I 20505

Dear MIr., Fitzwater:

As outlined in our letter of January 31, all of the General Services
Administration’'s Self-Service Stores (SSS) in the National Capital Region will
shortly be closed. This realignment will emphasize enhanced retail supply
support through our Customer Supply Center (CSC) in Franconia.

In order to make the transition fram SSS to CSC as easy as possible, we have
scheduled a user seminar on February 19, at 9:00 a.m. in the Auditorium of our
Regional Office Building at 7th and D Street SW. The targeted audience for
this seminar are persons who actually order supplies. This briefing will take
about one hour and will cover all aspects of using the CSC. A brief agenda is
attached.

Due to the size of the room, please, if possible, limit your attendees to
four. Should you have any questions, please contact Elaine Plotkin on 557-
8600. As always, we look forward to working with you to meet your Agency's
needs. -

Sincerely,

J. GRADY, JR
Director of Policy
and Agency Assistance
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Use of the Customer Supply Center

User Services

1
IRy e

1. Opening Remarks
2. Overview of SSS Closures
3. Using fhe Customer Supply Center

a) How to use the Catalog
b) Preparing the Order
c) Placing the Order

d) Delivery of the Order
e) Reporting Discrepancies
f) Billing

Vu-graphs

1. Order Form
2. Packing Slips

3. Explanation of Formats

4. Question and Answer Period
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